11i October 2005

Module 5
Chapter 3

Awards

Chapter Overview

Introduction The awards program for civilian employees is highly decentralized within
DoD; e.g., each Component establishes and administers recognition systems.
The purpose of this chapter is to provide steps for entering, correcting, and
deleting information on Awards. It also includes processing mass awards.
e Monetary awards require a Request for Personnel Action (RPA)
which automatically updates the employee’s award history.
e Non-monetary awards, i.e., suggestion awards and recognition awards,
do not require an RPA and are entered into the employee’s record
using the People Window.

Chapter Contents

Topic Page
Processing a Monetary Award 2
Entering a Non-Monetary Award 5
Correcting Award Data 8
Deleting Award Data 9
Processing a Mass Award 10
Creating a Mass Award File 11
Previewing a Mass Award File 14
Changing a Mass Award File 15
Entering Legal Authority Codes and Remarks 15
Executing a Mass Award File 16
Viewing the Status of a Mass Award File 17
Locating and Correcting Errors 18
Processing Awards for Ex-Employees 19

Continued on next page

Workforce Relations: Awards Mod 5, Chap 3, Page 1



11i October 2005

Processing a Monetary Award

Purpose This procedure provides the steps to process an RPA for a monetary award.

Using the RPA

Step

Action

Navigation Path [] Request for Personnel Action [T Award/One-
Time Payment [] <Open>.

The Requesting Info tab of the RPA opens with Part A, Block 1,
Actions Requested data field populated. Complete the remaining
white data fields following the instructions in Module 3, Processing
Requests for Personnel Actions.

Note: Request Number data field populates when you save the
action.

Requesting Info I Position Data I Employee and Paosition Data] Remarks and Address -

PART A - Requesting Office

1 Actions Reguested 2 Reguest Nurmber

|Award!0ne-Time Payment ‘

3 For Additional Information Call (Full Mame) Telephone Number 4 Prop. Efi. Date ASAP

| \ | L

5 Action Reguested By (Full Mame) Title Request Date

B Action Authorized By (Full Marme) Title Concurrence Date

In Part B of the RPA, enter the name of the employee receiving the
award. The Social Security Number populates. Enter the Effective
Date, in Block 4.

PART B - For Preparation of SF 50
1 Last Mame First Mame Iiddle Name

2 Social Security Mumber 3 Date of Birth 4 Effective Date
FIRST ACTION SECOND ACTION

5-A Code  5-B Mature of Action B-A Code B-B Mature of Action

5-C Code  5-D Legal Autharity B-C Code B-D Legal Authority

5-E Code  5-F Legal Authority B-E Code B-F Legal Authority

Place the cursor in the 5-A Code data field, use the LOV to select the
First Nature of Actions or Type in the correct code. Data fields 5-A
Code and 5-B Nature of Action of the RPA automatically populate.
Note: The effective date determines which LOV opens for Award
NOA Codes. If the effective date is after 30 Sep 00, the LOV will
not have NOA 885 — Performance Award. It was replaced with
NOA 840 - Individual Cash Award.

Continued on next page
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Processing a Monetary Award, continued

Using the RPA (continued)

Step

Action

5

Legal Authority Codes are not required for an award effective on
or after 01 Oct 00. For actions effective before 01 Oct 00, place
your cursor in 5-C Code data field, use the LOV to display the First
Legal Authority Codes 1 window or type in the correct code. Data
fields 5-C Code and 5-D Legal Authority populate.

Click the Position Data tab. Award and Unit of Measurement (UoM)
data fields are populated based on the NOA. An action before Oct 1,
2000 requires input.

If the award has a known dollar amount, type in the amount in the
Award data field.

Note: The field size for Award data field is five characters. If an
award is for $2,000.00, enter as 02000; for $100.00, enter 00100.
On or after Oct 1, 2000, if the NOA is a Time Off Award, an “H”
for Hours opens in the Unit of Measure (UoM) data field. If the
NOA is monetary related, the UoM opens an “M.” Input these
fields if the award is effective before Oct 1, 2000.

Click the Employee and Position Data tab. No action is required.
The data fields are populated. Click the <Remarks > tab

Place the cursor in Part F — Remarks for SF 50, click the LOV
icon to Select the remark needed. Click the<OK> button Then click
the Save icon. A Message Box appears asking if you wish save and
the RPA. Click the <NO> button you need to complete the US Gov
Award and Bonus Information prior to updating HR.

10

Click the <Extra Information> button on the RPA. If appraisal
information is not in the record. Click the US Gov Performance
Appraisal, update Appraisal information, Save. Note:

e Current appraisal information is required in the employee’s
record for performance-based awards.

e You can also click on Award Salary on the Extra PA
Request Information Window to verify the award salary
(the employee’s basic salary excluding locality pay).

Award Salary is necessary if a percentage is given.

Continued on next page

Workforce Relations: Awards Mod 5, Chap 3, Page 3




11i October 2005

Processing a Monetary Award, continued

Using the RPA (continued)

Step

Action

11

On the Extra PA Request Information window, Select the US
Gov Award and Bonus Information. Then click in the Details
data field to display Extra PA Request Information Input any
needed information and Click the <OK> button.

12

Click the Save icon on any page. A Forms box opens with the
RPA Request Number. Click the <OK> button to continue.

13

A Message Box appears asking if you wish to route the request.
Click the <Yes> button.

14

The Routing window opens. Select Update HR. and a printer ID in
the Printer data field, if applicable click the Approval box then
clicks the <OK> button.

Note: Follow your Component guidelines in routing the RPA for
approval, updating the HR database, and printing the Notification
of Personnel Action (NPA).

Continued on next page
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Purpose This procedure explains how to enter a

non-monetary award.

Accessing the Assignment Window

Step Action
1 Navigation Path [ People I Enter and Maintain [] <Open>.
The Find Person window opens.
%Fin d Person
Full Mame
Social Security
Search by number
I Employee -
Murnber
2 Type the last name of the employee whose record you wish to
update and click the <Find> button. A list of names will appear in
the LOV window select the employee whose record you wish to
update and click the<OK> button.
3 The People window populates with the employee’s data. Click the

<Assignment> button.

Parson Typa f
Parsan Types

Identilicaton

Bink Date 74 SEP.A9GF
Town of Blisth

Fregur of Beth
Courdry of Beth

Effeciive Dates

| Extra tormation [l Agsignment | [ o]

Latwst St Date [ | N 1
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Entering a Non-Monetary Award, continued

Accessing Assignment window (continued)

Step

Action

4 The Assignment window opens with many of the data fields

populated and/or grayed out. Click the <Entries> button.

The Element Entries window opens with the employee name on
the Title Bar. Your cursor will be on the first data field in the

Element Name column. E

Click the Green Cross Icon on the toolbar or Edit/New Record
on the main menu bar to create a blank data field.

Click the LOV icon. The Elements windows open select Federal
Awards then click the<OK> button.

=S Element En

Processing Types

Elernent Marme Processing Type =
eal  Feder Monrecurring
Foreign Lang Proficiency Pay Recurting

GE Tuition Reimbursement

Ting

GE Tuition Reimbursement

Nonrecurring

Hazard Pay

Basic Salary Rate

Recurring

Health Insurance NAF AR

Adjusted Basic Pay

Recurring

Home Leave
Hours Leftto Work

Locality Pay

Recurring

Hours WG| Adj Accumulator MAF

TSP

Recurring

Hours Worked Lacal National
Imminent Danger Pay

Health Benefits

Recurring

Insurance NAF AF

FEGLI

Recurring

Intergovt Personnel Act IPA

Retirement Plan

Recurring

Intermittent Accrual

Non Pay Hours

Recurring

Maonrecurring ‘
Recurring ‘
Recurring ‘
Recurring

Recurting ‘
Recurring ‘
Recurting ‘
Recurring

Recurring ‘
Recurring ‘
Recurring ﬂ ‘
[¥]

|
|

Non Pay Days Recurring

Entry Values Balance Grossup

The Elements window opens with the Federal Awards added to the
Element Nam

fis= Element En

1, MIFI

LIN7 2003 Bi-Week (23-MAR-2003 - 05-A

Column with Processing Type as Nonrecurring.

curring

Costing

Processing Types

Effective Dates
From o
06-0CT 2002

Nonrecurring

23-MAR-2003 05-APR-2003

Basic Salary Rate

Recurring

06-0CT-2002

Adjusted Basic Pay

Recurring

06-0CT-2002

Locality Pay

Recurring

07-APR-2002

TSP

Recurring

01-DEC-2002

Health Benefits

Recurring

11-AUG-2002

FEGLI

Recurring

07-APR-2002

Retirement Plan

Recurring

07-APR-2002

Non Pay Hours

Recurring

14-SEP-2002

Non Pay Days

Recurring

Entry “alues Ealance Grossup

19-JUL-2002
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Entering a Non-Monetary Award, continued

Accessing the Assignment Window (continued)

Step Action

8 Click the <Entry Values> button the Entry Values window opens
You can type the appropriate award data in the white data fields or
use the LOV to make selections. Exit the window.

EZEn

== =1 =

Further Entry Inl

f Notes:

e The Entry Value for Date Award Earned is completed
only if the award you are entering is outside the current
pay period.

e The Date Earned field is embedded in the Oracle
product and is not necessary to complete the action.

9 Click Save icon which saves the Entry Values and Exit windows

Workforce Relations: Awards Mod 5, Chap 3, Page 7
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Correcting Award Data

Purpose This procedure provides the steps to correct award data.

If the award is not within the current pay period, date track to
the date needed on the Element Entries window and follow
the steps. See Module 1, Chap 4, Dated Information and Date
Tracking.

If an RPA was used to create the award, you must do a
Correction-Cancellation RPA to correct or delete it. See
Module 4, Chapter 7, Cancellations and Corrections.

Accessing the Assignment Window

Step

Action

1

Navigation Path [T People I] Enter and Maintain [ <Open>.
The Find Person window opens.

Enter the employee’s name then click the <Find> button.

Click the <Assignment> button in the People window..

Click the <Entries> button to display the Element window.

g Bl w|N

In the Element Entries window, select the first blank data field or

-
click the Green =%_ Cross icon on the toolbar and Type in
Federal Awards. Then click the <Entry Values> button.

The Entry Values window opens. Click in the data field(s) that
need correcting. Use the LOV to select the correct information.
Close the window and return to the Element Entries window.

Note: Only non-recurring awards that fall in the current pay
period display in the Element Name data field. If it is outside the
current pay period, date track to the date needed and make the
correction.

Click Save icon and exit the windows.

Continued on next page
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Deleting Award Data

Purpose This procedure explains the process for deleting award data.

Before You e |f the award is not within the current pay period, date track to the date

Begin needed on the Element Entries window and follow the steps in this
procedure.

e If an RPA was used to create the award (usually a monetary award), then
you must do a Correction-Cancellation RPA to delete it.

Accessing the Assignment Window

Step Action
1 Navigation Path [] People II Enter and Maintain [I <Open>.
2 Enter the employee’s name then click the <Find> button.

3 Click the <Assignment> button in the People window..

Deleting the award

Step Action
4 Click the <Entries> button to display the Element window.
5 Select the Award Element Name that you want to delete.

6 In the Element Name data field, Select Edit from the Main Menu
then click [] Delete to delete the data field or click the Red X on

the Toolbar. i
7 Click the Save icon and exit the windows.
1;? Note: If you discover you deleted the Award Element Name data
field by mistake, and you have not yet clicked Save; close the
Element Entries window WITHOUT saving. Click File [T Close

Form. Click the<No> button when the dialog window asks if you
want to save your data.

Workforce Relations: Awards Mod 5, Chap 3, Page 9
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Processing a Mass Award

Purpose

Before You
Begin

Who Does It

a

This section provides information on how to process a mass award for
efficient processing of a group of similar award actions.

A manager or supervisor may create and preview the action, and then
notify the personnelist by phone or email with the file “name” created
for the mass award.

A personnelist will then execute the mass award.

A Mass Award is a collection of individual awards processed en
masse to save DCPDS users time, effort, and keystrokes. The
personnel actions required to document each award can be processed
with an individual RPA when the following conditions are same:

e Effective date.

e Nature of action.

You cannot change individual award amounts; i.e., percentage or
salary amount, once you have “executed” the action.

If actions process without error, NPAs (SF 52s) are generated for the
selected records as future actions in the Routing History Table. If an
error occurs with one of these selected records, the process routes the
NPA to the group box assigned to the record’s registered Personnel
Office Identifier (POI). If the POI is not registered, then the process
routes to the system’s default group box - GHRWFADMIN.

Legal Authority Codes/Remarks are not required for Mass Awards
effective on or after October 1, 2000.

The capability to execute a mass award is only available in the CIVDOD
Personnelist responsibility.

Continued on next page
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Processing a Mass Award, continued

Managers, supervisors, or personnelists may create a Custom Mass Award File.
If a manager or supervisor creates the file, they need to notify the appropriate
personnelist to “execute” it.

Action

Creating a
Mass Award
File
Step
1

4

ot [fe® [0 [

L B

Navigation Path [ Mass Actions [] Mass Awards [] Final Mass
Awards <Open>.
Mass Actions:Mass Awards:Final Mass Awards

Mass Awards Final

| ®

+ Req Personnel Action
+ CAOQ/Transfer Request
- Mass Actions

+ Mass Awards
Mass Realignment
Mass Salary
Mass Transfer In
Mass Transfer Out
Mass Return to Duty
Mass Hon Pay Duty Status
Mass Extensions —
Mass Time Off Award
Mass Appraisals
Mass Conversion Army Demo
- Mass Awards

Preview Mass Awards

Final Mass Awards

Load Mass Awards
Federal Position Description
Workflow Inbox

+ Complaints Tracking
Breakdnwn Folder

Notes:

The Mass Awards (Preview) window is available as a “rough
draft” window. It is exactly like the Mass Awards (Final)
window, but without the <Execute> Taskflow button. You can
create the Mass Award by clicking either menu item, but you can
only process it in the Final Mass Awards window.

Components may want to use both forms, but limit the number of
personnel who can run the final process for security reasons.

Workforce Relations: Awards

Continued on next page
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Processing a Mass Award, continued

Creating a Mass Award File (continued)

Step Action

2 The Custom Mass Awards (Final) window opens with four
taskflow buttons. Each time the user utilizes one to navigate
to another form, the system automatically saves the current

entries.

F CRT FOR DOLLARS & CENTS|
Individual Cash Award E 18-MAR 2003

DD35FQ0000 01

3 Place the cursor in the Name data field, type in a unique file
name for the award you are creating.

Ex: 2001 GS Performance Awards for Civil Engineering.
Note: This unique file name is used for executing the
process. If a manager creates the Mass Award, this file name

must be provided to the personnelist to extract and then
execute the mass award

4 Place the cursor in the NOA Code data field, click the LOV
icon to select the code or type it in. (OPM no longer requires
LACs/Remarks for Mass Awards).

5 Click the LOV icon or type in a date in the Effective Date
data field.

Note:
lﬂz e Name, NOA, and Effective Date are required fields which

auto populates UoM, Award Type and Date of Award
Earned on the Award Details DDF.

e The Status data field is system-generated to show how far
your award has progressed: e.g., Unprocessed, Submitted,
etc. No action is required.

Continued on next page
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Processing a Mass Award, continued

Creating a Mass Award File (continued)

Step

Action

6

7

In the Source Region, click the LOV icon to choose either the
Organization, or Personnel Office ID. Agency Code and Agency
/ Subelement Code data fields are optional. However, there is an
increase in system performance when you select an organization as
one of the parameters.

Note: You can use wildcards to populate some data fields; e.g.,
(FP%) - to extract organization codes that begin with FP; (G%) -
to get all pay plans beginning with a G, etc.

Click the LOV icon or type in the information in the data fields.

In the Mass Awards window, click the <Award Details> button.
The window opens with several of the data fields populated from
the previous window.

 Awvard Details

Award Details

Benefit Dall

Place the cursor in the Award Amount data field, type in the
amount.

OR
Click the Award Percentage data field and type in a percentage.

For example, one and a half percent would be entered as 1.5 (no
percent sign).

Note: The Award Percentage data field only applies to
Performance Awards.

10

Place the cursor in the Award Agency Code data field, type in the
information or click the LOV and click the agency granting the
award; e.g., AR for Army.

11

Group Award Id is required if award is effective before Octl,
2000 - no longer required by OPM if the award is effective on or
after Oct 1, 2000.

Workforce Relations: Awards Mod 5, Chap 3, Page 13
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Processing a Mass Award, continued

Previewinga  You may preview a file created on the Mass Awards (Preview) window and

Mass Award ames can be viewed, selected, or deselected.

File i ote: Once you task flow to the Preview, all previously entered data cannot
be modified (except for Award Amount which must be changed individually.)
If other modifications of the data are necessary, a new Mass Award file must
be created.

Step Action

12 | Award Type populates for Time Off Awards, all others must be
entered using the LOV or typed in.

13 Date Award Earned populates with the current date or you can
input another date.

14 | Type in dollar amount in Tangible Benefit Dollars data field, if
required.

15 | Click <OK> to return to the Mass Awards (Final) window

16 On the Mass Awards (Final) window, click the <Preview> button.
The window opens with data elements populated from the previous
windows. Name and SSN are included in the columns a second
time so they will appear on the downloaded product, in the event
you export the awards preview folder to a spreadsheet.

4F-00015-840-2 06-JAN-2003

840 Individual Cash Award

Agency Code Agency Description

I [ =

Note: The “X” in the Award checkbox indicates the name to be
included in the mass award action.

e Deselect the “X” if the name is not to be included.

¢ If a large number of names appear on the window, but only
a few are to be included, click <Select/Deselect All> to
remove the “X” from the checkboxes. Then, select the few
names to be included by individually selecting “X” in the
checkbox next to the names.

17 Click the Save icon on the Toolbar and exit the window.
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Processing a Mass Award, continued

Changing a You have one option to change the file before it is “executed.” You can only
Mass Award change the Target Award Amount to a dollar amount from a percentage.
File

Step Action

18 | The personnelist will open the Mass Award (Final) window and
click the <Preview> button.

19 | The Mass Awards (Preview) window opens.

To change the dollar amount, place your cursor in the Target
Award Amount data field and substitute the desired dollar amount
for the Percentage of Award Salary Amount.

Note: The system deletes the information in the Target Award
Percentage data field when the dollar amount is input.

e When all modifications of the Preview Folder are
complete, the user must save the changes and exit the
Preview Folder.

e The Preview Folder can be changed and saved as many
times as necessary by the user.

Entering Legal  Legal Authority Code(s) and Remarks saved on this window will apply

Authority globally to the mass award. Legal Authority Codes and Remarks are no
Codes and longer required for actions effective on or after Oct 1, 2000.
Remarks

Step Action

20 | If actions prior to Oct 1, 2000, click the <LACs/Remarks>
buttons. Place the cursor in the Legal Authority Code 1 data field,
click the LOV.

Code 1 -

f Notes:

e Atleast one LAC is required, if award is effective before Oct
1, 2000; but remarks are optional.

e The Required Checkboxes are not used because there are no
standard remarks required to be on all Mass Awards.

Continued on next page
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Processing a Mass Award, continued

Executing a

Mass Award

File

Step

21
22
23
24

This procedure shows the steps to process or “execute” a mass award file to
update the database.

Action

Place the cursor in the Remarks Region Code data field, click the
LOV icon. The Remarks window populates with ZZZ and the PA
Remarks Insertion Values window opens. Type in your remark
and click the<OK> button.

Click Save icon and exit the window.

Click the <Execute> button. A Message Box opens and says:
“Mass Awards Final Process successfully submitted.

Click the <OK> button

e If the actions process without an error, RPASs are created
for the selected records as future actions in the Routing
History Table.

e If an error occurs with one of these selected records, the
process routes the RPA to the group box assigned to the
record’s registered POI.

o If the POI is not registered, then the process routes
to the system’s default group box —
GHRWFADMIN.

Notes:
e Once you have “Executed” or “Processed” the action, The
<Preview> button is grayed out on the Mass Awards window.

Individual award actions that do not successfully pass the business
rules will create an RPA for the Award, and flow to the designated
utility group box for failed automatic actions, normally “WGlI
Personnel.”

Continued on next page
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Processing a Mass Award, continued

Viewing the To view the status of the executed mass award file, use the Request ID in the
Status of a message generated in the final step of processing. For example: “189415” in

2’_‘;’3‘55 Award the previous step. Follow these steps for viewing your requires:
ile

Step Action
1 Navigation Path [ Processes and Reports [ ] View Request
<Open>
The Find Request window opens, Click the <Find> button
e The Requests window opens a listing of Request Ids with
columns entitled Phase, Status, Program Name and
Parameters. The most recent request will be at the top of
the list.
Find the Request ID that was assigned in the previous note of
successful completion. In this example, it is “189415” which
shows the Phase as Completed, and the Status as Normal.

If the Status Column indicates “Pending” or “Running,” Click the
<Refresh> button until the status column reads: “Completed.”

2 Click the <View Log> button to display a log of how a request
ran.

3 Click the <View Output> button to view the output of a
successfully completed request on screen.

4 Click the <Diagnostics> button. The Request Diagnostics
window opens for your review.

109484
Completed
clii=i | Start Automatic Mass Appraisals Process

This request finished successfully. The request began on 31-MAR03 14:08:20 and
ended on 31-MARD3 14:08:21.

Continued on next page
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Processing a Mass Award, continued

Viewing the Status of a Mass Award File (continued)

Step

Action

5

Click the <View Details> button for more detailed information on
the file. The Concurrent Requests window opens:

Request Detail - 109484

=1 Start Automatic Mass Appraisals Process
etel , CREATE

1-MAR-2003 14:07:43 S ABELTRAN
1-MAR-2003 14:08:20 1 31-MAR-2003 14:08:21

Normal completion
S \American English

Schedule Options

[ Once: 31-MAR-2003 00:00:00 Schegule
= aE 31 -MAR-2003 00:00:00

QOptions...
W 0A_DUMMY_PTR

Contact your System Administrator for assistance in reviewing the
Request Log or the Concurrent Manager Request Summary to
locate and correct specific errors.

Locating and The System Administrator completes this function. However, the Systems
Correcting Administrator may designate one or two individuals in a Region to help with
Errors this function.

The Process Log is a registry of successful and failed records
processed with a concurrent program.

If there are errors in a record, the system opens a complete error
message notifying the user of the error.

The user then knows to look for a routed RPA in the record’s group
box or system’s default group box.

Step

Action

Navigation Path [] Federal Maintenance Forms ] Process
Log Il <Open>.

The Process Log Errors window opens with the request number
as the last part of the Program Name data field. The Log Text
Region opens the reason for the error(s). Use the scroll bars to
read the remaining information.

Workforce Relations: Awards Mod 5, Chap 3, Page 18
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Processing a Mass Award, continued

Locating and Correcting Errors (continued)

Step Action

3 The actions will be corrected as needed by the personnelist who
executed the action.

4 The System Administrator will then process “Futures,” which
reprocesses all actions noted as future in the Routing History Table
to update the database. The Process Log referenced above will
also contain the details on all records successfully completed and
processed with errors.

Workforce Relations: Awards Mod 5, Chap 3, Page 19
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Processing Awards for Ex-Employees

Step

Action

1

Navigation Path [] People II Enter and Maintain [ <Open>.
The Find Person window opens.

% Find Ferson

Social

Search by number

1 Employee -
Mumber

Type the last name of the employee whose record you wish to
update and click the <Find> button. A list of names will appear in
the LOV window select the employee whose record you wish to
update and click the<OK> button.

Click the <Special Info> button in the People window.

Parsan Types

Idenification
ST 000-00-0000

Effeciive Daies

[ asress I Ewnviomaton ll  Assigoment | [ Ohes ]

Continued on next page
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Processing Awards for Ex-Employees, continued

Step

Action

4

Verification of Current Appraisal — If the award being processed is
based on performance, the appraisal has to be current in the ex-
employees record. Otherwise, you will encounter CPDF edit.
Please verify prior to initiating RPA for Award. Exit form to return
tothe Nawgator wmdow

L

]

L

JlUS Fed Perf Appraisal

[

Details
End Date Detail
|01- A.3.31-MAR-2003.A.3.31-MAR-2003
' [31.maR2002 A.3.01-JUN-2002.A.3.31-MAR-2002. FC1LFI
26-HOV-2001 P.X.26-NOV-2001....FCILFDDQ...\WG.03..

Navigate to Req for Personnel Action [] Award One/Time
Pa ment to Create RPAf an Award

outing Group:CIVDODHR)

Reguesting Info

-~ PART A - Requesting Office
1 Actions Reguested 2 Request Nurnber
|Award1’0ne-Time Payment |
3 For Additional Information Call (Full Mame) Telephone Number 4 Prop. Eff. Date ASAP
{ [
5 Action Requested By (Full Name) Title Request Date
B Action Authorized By (Full Name) Title Concurrence Date
-~ PART B - For Preparation of SF 50
1 Last Name First Name Middle Name
2 Social Security Nurnber 3 Date of Birth 4 Effective Date
= 02-MAY-2003
~ FIRST ACTION SECOND ACTION
5-A Code  5-B Nature of Action 6-A Code B-B Nature of Action
5-C Code  5-D Legal Autharity B-C Code B-D Legal Authority
9-E Code  5-F Legal Authority 6-E Code B-F Legal Authority

[ History I Extra Information I Person I Position I Others .

Enter the Effective Date of separation or a prior date. Then, enter
the ex-employee’s social security number — the remaining data
such as name will autopopulate.

Continued on next page
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Processing Awards for Ex-Employees, continued

Step Action
6 Navigate to Page 2 (Position Data) and Enter the Award Amount
ten C|ICk the <OK> button

Amount Percantage

7 Click the Extra Information button, Select US Fed Award and
Bonus Information from the Type data f|eId

s Extra PA Request Information{Harding, JR, William Lindividual Ca

Type
| US Fed Agency Data
| lUS Fed Payroll Type
| lUS Fed Performance Appraisal
| lUS Fed PD Employee Information
| lDemu Project Information
| |BBG/IBE Person Data

| lDemu Award Information

|__ US Fed Award and Bonus Information v |

[l tails

Click in the Details data field to open field
8 Enter Award Type (9L for this example), Date Award Earned (the
02-May-2003 auto populated date is driven by the effective date
entered on Page 1 of RPA — manual change to this date can be
made -- for example: if the award is based on performance and
the end date of appraisal period is 31 Mar 03, then manually enter
31 Mar 03 in this date area) Date Ex Emp Award Paid: Enter the
pay period in which the award will be paid — in this example: 18
May 03 date will be entered. This is the date that will also print on
the NPA. Save work, close screen to return to navigator wmdow

44E000 41878A 44E000 418784
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11i October 2005
Processing Awards for Ex-Employees, continued

Step Action

9 Navigation Path [] People II Enter and Maintain [] <Open>
The find Person window opens Enter the employees name and
click the <Find> button
10 | The People window opens Click the Alter Effective date icon

lﬂl and Date track to the date of employee Separation.
11 | Click the <Assignment> button

12 | Click the <Entries> button, select Federal Awards in the Element
Name data field

& Element Entri

Additional

Effective Dates

Element Name Type To
Recurring
Basic Salary Rate Recurring 22.SEP2002  [02-MAY-2003
Adjusted Basic Pay Recurring 22-SEP-2002 ][DZ-MAY-ZI]IB
Other Pay Recurring 09.FEB2002 [02-MAY-2003
Federal Awards Nonrecurring 20.APR2003  02-MAY-2003
Locality Pay Recurring 09.FEB2002 [02-MAY-2003
TSP Recurring 14JUL2002  [02-MAY-2003
Health Benefits Recurring 09.FEB2002 [02-MAY-2003
FEGLI Recurring 09.FEB2002  |02-MAY-2003
Retirement Plan Recurring 09.FEB2002 [02-MAY-2003
Intermittent Accrual Recurring 09-FEB-2002

Entry Walues Balance Grossup

13 | Click the <Entry Values> button to Verify Award Type, Amount
or hours and the Date Ex Emp Award Paid

manu

=3 arding, J L)

i Department of the Air
Performance Award

Date Ex

Further Entry |

Continued on next page
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October 2005

Processing Awards for Ex-Employees, continued

Step

Action

14

Exit all windows and return to the navigator window and select

Pay 500

15

The Payroll window opens, Type the Social Security number in the
Filter by data field, Then click the <Find> button. Check for

Award Amount and Effective Date

Find
01D a Date A D& Date PO
Y [15-MAY-2003 10:42:36 840  |02-MAY 2003 |DE AF | =
4Y ||15-MAY-2003 10:16:01 ][31? 02-MAY-2003 |DE AF
4Y ||24-SEP-2002 05:40:04 894  |22.SEP-2002 |DE AF
Print
Ezxit
6 8 0
890 67890 67890 67890 67890 890 67890 67890 67890 67890
- HARD INGHWILLTAM+L IRt +4++++++591112 10+9612 17AF+K1L01112 6540030502 WG3 502 ++0301PH53070506
3+0000 70 23409802 0208+00002 2 2000000000+++++++++++4 VIS H++-+++0070000000++A0++++++
EOHH FDDQ++01112 DE 011126020714E0207 19 ++++++

bt 0000 L1 SO AF +4-+++ T ++++2058++0145

++++++++++++++++00000000000000000000

16

Both the Effective Date and the Award Amount are correct

Stoda i ¥orm $08
Rer. 791
U150 of Fevaonnel Wls mgermert
T S I3 B 4

NOTIFICATION OF PERSONNEL ACTION

2030515104236

1 Narme Lant First, Ml 2 Sectal Sewurity Number | 3 Dote-of Birth | Effetive Duse
HARDING, JR, WILLIAM L. 11-12-1959 05-18-2003
FIRST ACTION SECOND ACTION
S-A. Code 5B, Nature of Acfion A Code 6B Nature of Action
840 Individual Cash Award
5-C. Code 5D Logsl Authority - C. Code 6D Legal A wihority
Zve P.L 107-71
S-E Cede 5F. Legal Autha iy 4-E Code 6-F. Lagsl Awtheriry
7. FROME: Pusition Te ore Hamber 5. 701 Pasition Tie and Nammber
LABORER LABORER
31344 - 38401 31344 - 38401
B.Pap Pian |9 Occ Code |0 Gradeflenel (11 SepMete |12 TotnlSeky 1. Fuy Wesiy. U Pay Man |17 Oec Code (15 Grmdelesel 1939 piete |0 Votnl Snimy/Amard |21 Fay Berd
WG sz L1 oL 31159 PH $700.00
134 Wamic Pay 178, Loce %y Ad). 12 Ad/. Wess Far 130, Otber Pay 204 Bosis Poy 208, Locn By Adj. 2. Adj W Py D Ave Pry
3118590 | 30 S 50 |

14 Numne o d Locution of Position's Orga nizs ton 22 Namesmd Location of Pasitie n's Orgu sletion
92 CIVILENGINEER 50 82 CIVIL ENGINEER
AMC COMMAND: 1L AMC COMMAND: 1L
HORIZONTIAL CONST ORG-STR: CEOHH HORIZONTIAL CONST ORG-STR: CEOHH
FATRCHILD  AFB WA 99011-0000 FATRCHILD  AFB WA 99011-0000
AUTHPAS: FCILFDDQ AUTH PAS: FCILFDDQ
EMPLOYEE DATA
2. Votoram Preference. M, Tenure 5. Amncy Use | M. Voleram Preferoace for RIF
privnp -3 pormne e v PapA—
1 Aetmrt  ded oo 30 P Comprmmb 0 2 |iremmm  b-ndt | |m| X \ NO
I.FEGLI 28 A uitoet Tndicator . Pay Rate Deberming i
AQ | Tt 9 | NotAppiicaie
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